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INTRODUCTION 

  Welcome to Oracle iSupplier! 

Oracle iSupplier is equipped with a Help section on each page if 

you require assistance. 

 

The following pages have been designed as a supplement  to the  

existing help screens and to help you navigate through your Oracle 

iSupplier experience.  

 

Screen shots have been incorporated to help make your journey a 

smooth one. Notes, outlined in red, have been strategically placed 

on each screen for ease of reading. Red arrows and highlights have 

also been inserted for clear indication of topic.  

 

Remember at any time the Help Icon may be used for additional 

aide. If you are still uncertain or have further questions, please feel 

free to contact the Purchasing Department at 972-287-3009 or email 

us at bids@garlandisd.net.  
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Log in with provided User 

Name and Password. If you 

have forgotten, please contact  

the Purchasing Department at  

972-487-3009 or email  

bids@garlandisd.net. 

 

 

1. Login Screen 

 

Once in Oracle, click on the 3 horizontal lines 

From Drop Down Menu, select iSupplier Home Page 
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1.1 How to add a Responsibility Icon as a Favorite 

Select Favorites 

 

Select the pencil. 

Select Responsibility from the drop down. 

Select Go. 
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The responsibility chosen will be listed here. 

Select Add to Favorites. 

1.1 How to add a Responsibility Icon as a Favorite continued 

Select Apply. 

Go back to the Home Page and the icon should appear. 

If you would like to remove an icon, Select the responsibility 

from the list and Select Remove. 
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2. Display Preferences 

 

 

Click on the Settings, then 

Click Preferences 

2.1 Display Preferences 

 
 

 

In General Preferences– Display Preferences 

you can set: 

 The language 

 How the date will be viewed 

 The Time Zone of the Supplier 

 Change the password 

  

 

 

2.2 Access Requests 

Click on Settings, then Access Requests 

This page will list all responsibilities that 

a vendor has been assigned. 

 

 

 
 

 

To get to Preferences, Click Settings 

then Preferences 

Garland Independent School District– iSupplier User Guide   7 



 

3. Supplier Home 

 

The Supplier Home Icon enables the supplier to see quickly  

Notifications, Orders At A Glance, and Shipments At 

A Glance.  By choosing one of the topics, the supplier  

will see any of the notifications that need to be addressed, all 

orders either pending or fulfilled and shipments delivered and 

received. 

 

3.1 Notifications 

From here you can click on the drop down menu 

and choose your search or you may type in your 

search in the box next to it. 

Then Click GO 

 
 

To view a notification in any section 

Click on Full List 
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Once you have made your choice on the previous page, your notifi-

cations will be listed. You can see the status of that notification for 

that particular message. You can also click on the Subject of a 

particular notification and see all the information. 

 

After clicking on the subject of the notification, it will give you 

all the information on that particular message. 

 

3.2 Orders at a Glance 

  Click on Full List to view 

 

By Clicking on Full List, you will see all the POs. 

This will give you the same information as the 

Orders Icon (at the top) will provide. See screen 

shots labeled Orders, for further instructions on 

navigation. 
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3.3 Shipments at a Glance 

By Clicking on the Shipments Icon, 

you will see all your Shipments 
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On the Home page, if you click Full List for 

Shipments At A Glance it will take you to this 

screen. From here you can pull down the menu 

and search. This will pull up any shipments you 

may have.  



3.4 Adding/Editing Catalog Items 

Suppliers with approved catalogs have the ability to edit and add items to the catalog using catalog authoring. Call the Purchasing 

Department at 972-487-3009 to enable Supplier Authoring. The Purchasing Representative will enable authoring and provide you 

with the order number for your company. 

Insert the Global Purchase Agreement Number 
provided by the Purchasing Department into the 

search PO field and select Go. 

The Global Blanket Agreement should appear at 

the bottom of the page.  Click on the PO Number 

to view the information. 
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Select the arrow down button 
next to Actions.  Then select 

the Edit Agreement.  Then Go. 

 

You may edit existing items or add additional 
items to the catalog. To edit items, find the ap-
propriate line item and made the appropriate 
changes.  To add items, select green + icon. 
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3.4 Adding/Editing Catalog Items continued 

 



 

3.4 Adding/Editing Catalog Items continued 

 

Do not enter data into the Item/Job field. 
This is for GISD internal inventory items 
only. 

 

To add items, enter the appropriate data in the “Description Box 

(provide a detailed description of the good or service), Category, Unit 

and Price” fields. If this item or pricing is only available for a specific 

time period, enter the expiration date in the appropriate line(s). When 

all items have been edited or added Click the Save and Submit buttons.  

  
 

  

This page will confirm the changes have been 

submitted to the Purchasing Department for 

approval. The appropriate buyer will either accept 

or reject changes.  
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4. Orders  

 

4.1 View Purchase Orders 

Select the View drop-down menu to show options 

for viewing Purchase Orders. Select your choice of 

view and then Click Go. 

 

Once you have made your View  Selection, you will be 

able to Request Cancellation, Request Changes, View 

Change History. “See highlighted” tabs. Select the PO 

in question by Clicking in the circle next to it. Refer to 

the next 3 pages for details on each of these options. 
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4.2  Request Cancellation/Changes  

 

Once you have selected the PO you would like to cancel. 
Click the “Show” under Details. This will toggle to 
“Hide”. From here you can type in your reason for 

cancellation (see highlighted areas) and drop down the 
“Action” box. Select “Cancel” then “Go”. 

 

 

Once you select the “Request Cancellation” 
button, it takes you to this screen. Click “Show” 
under Details. From here, you type in your rea-

son for cancelling the PO and select submit. 
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4.3 Purchase Order Cancellations/Changes  
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4.3 Purchase Order Cancellations/Changes continued 
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4.4 Purchase Order History 

4.5 Supplier Agreements 
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5. Shipments  
The Shipments Tab allows suppliers to monitor delivery status of approved district purchase orders, review posted and 
overdue receipts, review return item request and track on-time performance as needed. 

The Delivery Schedules tab allows you to view results page and 
quickly determine deliveries that need to be scheduled and/or 

deliveries past due. Click the PO Number and Ship To Location 
links to view additional details as needed. 

Within the Delivery Schedules Tab, type in your approved 

PO Number to view vital details of delivery  

5.1 Delivery Status 

Click on Advanced Search for a more detailed 

information on Delivery Schedules. 
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5.2 Receipts 

The Receipts Tab allows Suppliers to view Overdue 

Receipts and/or view the details of past due pur-

chase order shipments.  

Within the Receipts Tab, you can enter various search criteria 

to view receipt details: Receipt Number, Shipped Date, PO 

Number, Item Number. After entering all relevant search crite-

ria, click Go to view all Receipt information as listed below. 

The Receipt Numbers will be listed here. Click on the Receipt  

Number to view the date/time of each receipt as needed. 

Notes:  

___________________________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
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5.3 Returns 

The Returns Tab allows Suppliers to view the return 

history, the causes for goods returned by the buying 

company, and inspection results of a shipment.  

Enter ALL relevant search criteria within the provided fields such as: 

Receipt Number, Purchase Order Number, Item Description. The 

Search Summary results will include basic information along with 

details about the return, such as quantities and reason for return.  5.4 Overdue Receipts 

The Overdue Receipts Tab allows 

Suppliers to view any receipts that 

are overdue. 

5.5 On-Time Performance 

The On-Time Performance Tab provides the 

delivery status of shipments you made against 

purchase orders. You can view your performance 

for timeliness of deliveries.  

Enter the Receipt Number and/or the Purchase Order 

Number and click  Go to view vital details as needed to 

evaluate performance of shipments  
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6. Administration 

 

The Administration Icon allows you to see your companies’ 

information which was submitted. Here you can also make 

changes as needed. General allows you to view your companies’ 

information such as: Organization, name, Supplier Number, 

Taxpayer ID 

 

Here you can add any information about your company. 

Once you have entered in the information Click Save  

 

 

6.1 Organization 
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While still under the Administration Icon, if you click 

on Address Book it takes you to this screen. Here you 

can view your current available addresses. You can 

add/remove the addresses. Click on Save to make your 

changes. The Purchasing Department may reject re-

quested changes to the “Address Name” if currently 

used for an active contract.  

6.2 Address Book 

Click on Create to add addresses. Once this 

information has been entered click Save.  

You can Update the address you selected on the 

Address Book home page. Once this changes are 

complete Click Save.  
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6.3 Contact Directory 

From this screen you can view, edit, add or delete your 

contacts that are set up in the system. You can also add 

a new contact by clicking Create. Each new contact 

must be unique based on first name, last name, and 

phone number. Once you have entered in the infor-

mation click (Save). It will be routed for approval.  

The supplier can link the contacts to the appropriate address. Multiple 

contacts can be created and linked to the appropriate address. Select 

the person you wish to link then click Addresses. 

To edit a contacts information Click the Pencil in under 

Update then fill in necessary information on this screen 

then click Save. The changes will be submitted. 
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6.3 Contact Directory continued 

Once you have Click the Address Icon it will take you to this 

screen. From here you can view, edit, add or delete your address 

to be linked to the contact. You will Click the Save to keep your 

changes.  

Once you have click on the green + sign you will need to click 

on the magnifying glass. You can select either Address Name 

or Address Details.  
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6.4 Business Classifications 

Still under the Administration Icon, Click on Business Classification. 

Here you can update classifications: Applicable, Certificate Number, 

Certifying Agency, and Expiration Date. Once you have made your 

selection click Save. 

1. If Minority Owned, check the applicable box and identify the Minority Type and add Certificate Number (if provided), Certifying Agency and 

Expiration Date  

2. If Small Business, check the applicable box and add Certificate Number (if provided), Certifying Agency and Expiration Date  

3. If Women Owned, check the applicable box and add Certificate Number (if provided), Certifying Agency and Expiration Date  

Whichever classification you choose, it must have the corresponding Certificate in order to be approved. 

Select Save and select Product and Services.  
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6.5 Products & Services 

Here you can add categories that best fit your company. Click Add. THIS STEP 

IS CRUCIAL, IN ORDER FOR YOUR COMPANY TO RECEIVE NOTIFI-

CATIONS OF UPCOMING BID OPPORTUNITIES.  

Once here you can select by: Browse All Products 

& Services, Search for Specific Product & Services  

In this example we will Browse All Products & Services. 

Find Instructional Material and check off Applicable and 

click Apply. By checking off Applicable, it will automatical-

ly select everything in this Category  

Click on the View Sub Categories Icon 
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6.5 Products & Services continued 

Once you select View Sub-Category you will see the list of 

all the codes associated within this Parent Category.  

In this example we will Search for Specific Products & Services. 

You can do a search for either Code number or Description.  

As an example we will type in “library”, click Go. Then you will 

see a list of Categories. Click on the one that applies to your 

products and services then click Apply. 

  28 Garland Independent School District– iSupplier User Guide 



6.5 Products & Services continued 

In this view you can select all the Sub Categories that apply to 

your company. Click Apply once you have finished selecting. 

After applying the Sub Categories, Click 

on Return to Products and Services to go 

back to the main screen. 
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 7. Finance  

From the Finance Icon you can look up payment information by using an 

Invoice Number and PO Number under View Invoices. 

By entering in a PO Number and clicking Go. You can 

access all invoices for that PO. You can also click on the 

invoice number or payment number for further details.  

Invoices will be listed here. 

You can type in a PO Number, click Go and it will 

pull up all payment information made on this PO.  
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8. Help  

At any time you need additional information. You may Click 

on the Help Icon to go to the iSupplier Portal Online .  

Once in the help screen, you can view and select either the Contents, 

Search, View Topic tabs.  
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                Serving the Communities of Garland, Rowlett & Sachse, TX  

              Diverse Community - Shared Vision - Exceptional Education  

                              Garland Independent School District 

                                   Purchasing Department  

         Phone (972)487-3009/ Fax (972)487-3097  

            Email: bids@garlandisd.net 

           Mailing Address: PO Box 469026, Garland, Texas 75046-9026 

            Physical Address: 501 South Jupiter, Garland, Texas 75042 
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